Sophie Reed
a: Nottingham
t: 07700 900762
e: sophie.reed@example.com
Profile
· Bookkeeper with eight years in bookkeeping roles, following two years in accounts administration.
· Manage small-business client records, reconciliations and VAT preparation within an accountancy practice.
· Enjoy resolving queries with business owners and keeping records ready for review.
· Use Xero, QuickBooks Online, Dext and Excel; previously worked with Sage 50.
Work history
September 2021 – present
Bookkeeper
Meadow Lane Accountants, Nottingham
Maintain books for 17 sole-trader and limited-company clients in retail, trades and professional services.
· Process invoices, receipts and payments; reconcile bank, credit-card and control accounts.
· Prepare eight VAT returns each quarter for manager review and submit following client approval.
· Complete accruals, prepayments and payroll journals, with supporting schedules for the accounts team.
· Resolve missing-document queries with clients and explain aged debtor and creditor reports.
· Reduced monthly outstanding receipt queries from 32 to nine over three cycles using a shared query list.
· Helped six clients adopt Dext for receipt collection, providing individual setup and follow-up support.
July 2018 – August 2021
Bookkeeping Assistant
Trent Office Supplies, Nottingham
Supported the wholesaler's finance manager while completing AAT studies.
· Maintained purchase and sales ledgers in Sage 50.
· Reconciled bank accounts and supplier statements, resolving unmatched items.
· Prepared supplier payment lists for approval and allocated receipts.
· Compiled VAT workings and month-end schedules for the finance manager.
· Found an £840 duplicate payment during reconciliation and secured a credit.
· Prepared payroll inputs for 22 staff and posted the approved payroll journal.
August 2016 – June 2018
Accounts Administrator
Trent Office Supplies, Nottingham
Joined after college, supporting invoices and customer accounts.
· Entered around 300 purchase invoices each month.
· Matched invoices to delivery notes and obtained missing approvals.
· Raised sales invoices and issued customer statements.
· Logged disputed charges and followed up with sales colleagues.
· Maintained scanned records for payment and VAT queries.
· Took on bank reconciliation work before promotion.
Qualifications and training
AAT Level 3 Advanced Diploma in Accounting | 2019
Workplace VAT update and cloud bookkeeping training | 2026
3 A levels, including Business Studies | Nottingham | 2016
Interests
I enjoy swimming, gardening and weekend trips to the coast.
© FreeCVDownload.com.
This Free CV Download is intended for personal use. You may download a copy of this document and modify it for the purpose of seeking employment yourself. You may upload your CV in the format of this template to a recruitment website for the purpose of finding employment. You may not upload the template or share it on any other website including but not limited to general file sharing websites, whether modified or in its original form. 
https://www.freecvdownload.com 

https://www.freecvdownload.com
